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. The reader is the customer !
. Get to the point !

. Get what you want !

. Write productively !

. Write economically !
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117 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 118

mRIZx 9 5 #0E & mRIZx 9 5 #0E E

(#0ER]
HEIZEINE. ZDH
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mRIZx 9 5 #0E & SIVOERRER

[#0zR]
HMEIZENIE, FDE
B RS (2 ] 1

The reason they were
they drank a lot o

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 121 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 122

SIVOLEE SILOELERE
[#1ER]
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SILY LR
(705R] Get r1d of redundancy!

REDINIZERAS
[FERE=1

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 125 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 126

F£280 TIO=vim

RIEZZTY

JL—IL6 JL—IL14
JL—IL7 JL—IL15
JL—IL8 JL—IL16
PL—iLo EMREREISET ! L—IL1T =TT |12 AR
JL—IL10 JL—IL18
JL—IL11 JL—IL19
JL—JL12 JL—IL20 =i 2
JL—IL13
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BARZETLRL

AEFLRTTIDRAEL -5

ﬂ\?b\'b...’C’C HELI-E

129 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 130

B (RSB !
%nﬁtﬂﬁ@IEEE

SELHFEDER [(#0ER1 2]

REIEZDEEICTHEL=A
She didn’ t attend the [ZIERELELT=,

she wanted to.
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Mag LA <ICE (T !
Kn?tlli'lf%o)IEEE

She didn’ t attend the meetjg
she wanted to.

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

mag(FIE<ISE T !

HEDEBERELZLEL

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 135

(C)Copyright Fujisawa Kohji, 2011.

Mag L <ICE (T !
Kn?tlli'lf%o)IEEE

She didn’ t attend the m

she wanted to.

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 134

eI <ICE (T !
Kn?tlli'lf%o)IEEE

[#0zR]

HEEENHELS
HELE-DITE
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mag(FIT<ISE T !

HRMNE=LDIE?

Our boss put the machi
which the preside

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 137 138

mag(FIE<ISE T !

fRMEHZENIZGS

RO EDEMIZC
ERNFFHLLEREI
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EE (LIS ! F28 TO=vIR
RIZZZTHT

Put the modifier e e

JL—IL8 JL—IL16
close to the words! N—s N7
P L—L10 BEREEBRETET ! L—L18
JL—IL11 JL—IL19
JL—IL12 JL—JL20
JL—IL13
(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 141 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 142

JL—IL10: B R<EE

ZANEYI . BeEpA
&< 3
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JL—IL10: %1 5 _<EEENRE JL—IL10: B R<EE

[1] Linda wrote it The project was carefully planned abr
[2] It was written O DHEXTIZ. AAIEEH
@A MEBRTLLS ?

[N AvL
ZLEES @planLi= Al

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 145 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

JL—IL10: %1 5 _<EEENRE JL—IL10: B R<EE

ERATIEZEEDAN ZEIREDANIFELLNGE
BATHEMNOT LN LD
[1]HITAEATAINS
% They were interestedd DHFILZLT=0Y,
% He was surpris

% His propg
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JL—IL10: %1 5 _<EEENRE JL—IL10: B R<EE
SHEADEF HEADEF

(#0zR]

ZTDFTEZEMRT 54
TIIHELES
[

No further ideas were .
implement the pla

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 149 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 150

JL—IL10: %1 5 X<EEENRE JL—IL10: B R<EE
HEADEFE

(#0ER]
ZTDEtEZEEHRI S5 LT,
BATATTEME
BhCEIE, =1

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 151 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 152
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JL—IL10: 12 B _<EE E28 TH-WIIR
RIFZZTY

Use active voice e s

. JL—IL8 JL—IL16
wherever possible! A3 N7
JL—IJL10 JL—IL18
} =L BHREEXTEMT ! JL—IL19
JL—IL12 JL—JL20
JL—IL13
(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 153 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 154

L=V AR EXTEI(T! L=V GARKHEEXTEI(T!

BHGZILDEESTHYPTL

X FOEEIZEL TV Mo
O ZDiEIEELNTULEL

X FhIFBHET
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L=V AR EXTEI(T! L=V GARKBEEXTEI(T!
HBOEDEERMEIL? HBOEDESERMEIL?

I don’ t believe him when he dag
calmly.

®AEL B
ESEV

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 157 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 158

L=V AR EXTEI(T! L=V GARKHEEXTEI(T!

BEXICZE#TDaVIE?
He didn’ t walk fa

CORIED "not” |

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 159 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 160
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L=V AR EXTEI(T!
BEEXICERTEIVIE?

A CEMELUNEERET 4
BEXICE#TESH;

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 161

L=V AR EXTEI(T!

A CEMELUNEEET DB EX
BEXICEBLTELHAREMEA

[A) I didn’ t see him.

[B] I didn’ t seg

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 163

L=V GARKBEEXTEI(T!

He didn’ t walk fast.

!

He walked not

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 162

L=V GARKHEEXTEI(T!

[B) I didn’ t see him at all on thatg
[C] I didn’t see him becausg

[B]) I often
[C)I

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 164

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.
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L=V AR EXTEI(T!
EHOE—R

It was not until they sent me th
we learned of the accide

(#0zR]

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 165

L=V AR EXTEI(T!

Use positive tense
wherever possible!

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 167

L=V GARKBEEXTEI(T!
EZHOE—R

(#0zR]

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 166

E288 TO=—vIiR
RIFZZTT

JL—IL6 IL—IL14
JL—IL7 JL—IL15
JL—IL8 JL—IL16
JL—IL9 IL—IL17
JL—IJL10 JL—IL18
JL—IL11 JL—IL19

| I RPRE (i T N JL—IL20
JL—IL13

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 168
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JL—IL12: $41Z
* B AE IR Aot St
o2 bl | BB HBEN ?

X JRZESF4

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 169 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

JL—IL12:%

BRL=LVE])

TRIFEEDEETHD NS
ELSITAT7ZRITRIS

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 171 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.
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WEBZABRR R AR
JL—IL12: BUZHUERIZAE N ! JL—IL12: BUZHERIZAE N !
REDHEZE A

BERL=LNCE
i : He seems to like the idea of using
TRIIEEDRETHH ZDE parts that have come from &
ELSTATT7ERIZRIZ )

(#0ER]

TnxERE
i dES—

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 173 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 174

JL—IL12:% B[Zhih !

Be sensitive to
number agreement!
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WEB/ABaRR R A
E28 TUO=—VIR
XRIFZZTY

JL—IL6 IL—IL14
JL—IL7 JL—IL15
JL—IL8 JL—IL16
JL—IL9 IL—IL17
JL—IJL10 JL—IL18
JL—IL11 JL—IL19
IL—IL12 JL—JL20
P—ni13 RERAFESICHE !
(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 177 178

JL—IL13: 4K

KA DFER REBFENDEE

@4 )yh: RLWXFZiaEiE

Morimoto—san met his s
first time in three y
rather excited|
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JL—IL13: K ; ! JL—IL13: K
REBTFLOBS HERT S
[#0ER]

HZARIAIL. BESL
EL1=, H(?)1

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 181 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 182

JL—IL13: % i . JL—IL13: %
REEFELEDBE

[F13R) Use pronouns carefully!

HZARSAIL. BERY
FL1-., —ERE L
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(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.
46


http://www.fkohji.com/

(EHOE—(FTHRELZSLY) http://www.fkohji.com/
WEBZ2 Bkt R A

F288 TO=vOR JL—)L14: — &t
RIFZZTT HEXTO—BHEEL?

JL—IL6 JL—IL14: —EEFN ! _
4 xEiE
JL—IL7 JL—JL15 =]

JL—IL8 JL—IL16 .~ "
JL—IL9 L—IL17 * 78 (REENE

JL—IL10 JL—IL18

JL—IL11 JL—IL19

JL—IL12 JL—JL20

JL—IL13

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 185 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

JL—IL14.— & ! JL—IL14.— &

STEINEAZESNDGET STEINAZESNDSGET

(#0ER]
The plan was drafted mg
company staff, and ZDEEIIKERS . Ald

it until it was a BEIN=LD)
LRILETS

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 187 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 188
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JL—IL14:- —EETh !

ETEINAZESNDSGET

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 189

JL—IL14.— &

Write consistently!

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 191

JL—IL14.— &
ETEINAZESNDGET

(#0zR]

FDEE X KER S . Ad
BEIN=10
LARILE

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 190

E288 TO=—vIiR
RIFZZTT

JL—IL6 IL—IL14

L—IL7 PiL—iLi5  BRLIEFTE !
JL—IL8 JL—IL16

JL—IL9 JL—IL17

JL—IJL10 JL—IL18

JL—IL11 JL—IL19

IL—IL12 JL—JL20

JL—IL13

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 192
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JL—IL15: BRGIEFTEI(T ! JL—IL15: BRGIEFTEI(T !

TBERGIERF CTIOERKE? ETEINAZESNDGET

#%%@EE L The plan has been finall

association. It was j
company staff,

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 193 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 194

JL—IL15: BRGIEFTEI(T ! JL—IL15: BRGIEFTEI(T !

ETEINAZESNDGET STEINAZESNDSGET

(#0zR]

ZDEE T IRAIZ(
Lfz. NI, ARG
Shi=tm

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 195 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 196
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JL—IL15: BAKIEFR TEIT ! JL—IL15: BAKIEFR TEIT !
SHEBEINEAZEINDET
CIEY Write sentences

ZDEEIEKE7 . Ad

s n b0 1n natural order.

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 197 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 198

F28 TIO=vIR JL—IL16: /1855 5T T
RIFZZTY INT % 5 J(paragraph)&{al H ?

JL—IL6 JL—IL14

L—IL7 JL—JL15 * 1 DDINESWNT—V

=18 PIL—IL16 KSTSTTHERE L ! 4, 51TDHEID

JL—IL9 JL—IL17

JL—IL10 JL—IL18

JL—IL11 JL—IL19

JL—IL12 JL—IJL20

JL—IL13

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 199 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 200

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.
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JL—IL16: /855 ST THERR ! F28 THOZVIR
RIZZZTHT

JL—IL6 JL—IL14

Construct your writing o R T

JL—IL8 JL—IL16
based on paragraphs! L=le  PLIAT Evh b U REER !

JL—IJL10 JL—IL18
JL—IL11 JL—IL19
IL—IL12 JL—JL20
JL—IL13

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

IL=IL1T.rEYD - TR
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IL—=IL1T.rEYD - TR
LA RERAHDIKE

As we have already told you, XYZ co
claims that they cannot join this
unless we make it public. T

to convince their mana

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

JIL—=IL1T.FEY TR .
SERKRAKEDIKEE ﬁ%%ﬁﬁ DIk
[#0:R]

BB RoELELI-EY. COH
EENITLELDTHNIK,
IMZIESMA R THS
ANDES MO FICAL
’C’E;B’);&ﬁ(d:? 3

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 211 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.
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V=17 bEYD -2 TFUR ! V=17 bEYD -2 TFUR
ALHE FER A DIKEE
[#0ER]
COHFLWNTOCIHDU TREE R

B8 CRELETL Use topic sentences!
BIcHEHMoELELI-AEY
AITLBELD THN L
w%m$ﬂf&

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 214

F2E THO=VIHR JL—JL18:

RIFZZTY @ELEIFALIE: 7?2?27

L—IL6 L—IL14 @55 \Fiza Ll

JL—IL7 JL—IL15

JL—IL8 JL—IL16

JL—IL9 JL—IL17

JL—IL10 PL—iis muEAEER !

JL—IL11 JL—IL19

IL—IL12 JL—JL20

JL—IL13
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JL—IL18:
RO IZEERT DAIRIER

* FHEEDRVEN,

* Z{DEHR TR
XOELH

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

JL—IL18:
LW LRI DiEETER A

Our new boss gave us an explz
about his basic policy.

B, YR
* B
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JL—)L18: . JL—IJL18:
#FLUL ETI NS DIEETERBA

Use strong verbs!

(#0zR]

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 221 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 222

E288 TO=vIiR
RIFZZTT

JL—IL6 JL—IL14

JL—IL7 JL—IL15

JL—IL8 JL—IL16

JL—IL9 JL—IL17

JL—IL10 JL—IL18

L—IL11 PiL—iig : BiktariEmE B |

JL—IL12 JL—JL20

JL—IL13
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Q@R => LYLWEHZEIET R
@ E(KEy => LUK Z IS
2FY. MR E

LERLTHIH T SFY . HKRTT 4

Bk
1< %

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 225
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JL—IL19: B JL—JL19:- B

HITDREZE HITDREZE

It was a very big company in th
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JL—IL19: B Y| . JL—)L19:- B
ERL VR {E L LYK E

The weather of the city is ver

[70R] (F0ER)

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 229 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 230

JL—JL19: B i E2E TIO=VIIR

RIEZZTY

c c c JL—IL6 JL—IL14
Give concrete information! o =115
JL—IL8 JL—IL16
JL—IL9 JL—IL17
JL—IL10 JL—IL18
JL—IL11 JL—IL19
JL—JL12 P L—i20 BEEIEEEIHEX !
JL—IL13
(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 231 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 232

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.
o8



http://www.fkohji.com/

(EHOE—(FTHRELZSLY) http://www.fkohji.com/
WEBZ2 Bkt R A

higher qual
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JL—)L 20 f&E ‘ . JL—)L 20 f&E

NHK7=> THRISAL TLVELY NHK7=> THRISAL TULVELY

[#0ER]
NHKIZfREEE Do 1E 15
EEINTIVES
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JL—JL20: BREE (L] . JL—JL20: BREE (L]

NHK7=> TRl TLVELY
[#0ER)

NHK(Nippon Hoso Kyokai® fi&

1T KT D)L A

NE=AETEE

REREE

Use abbreviations carefully!
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REz: |
1 2
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JL—JL21  BERREE (T BE(F K ! JL—JL21  BERREE (T BE(F K !

[ = ?
B R HXNT, BT EIEIEES

! B MEEIZA->TLES
Eob(ED)EBKA BT
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JL—)L21: &R I8 . JL—J)L21 - BERREE (LRt T & !
NyRTCHRE RNyRTCHRE

As [ didn’ t feel well, I stayed ig

(#0zR]
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JL—JL21  BERREE (T BE(F K ! JL—JL21  BERREE (T BE(F K !
HROEE HROEE

He could repair it with the ng
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JL—)L21: &R I8 . JL—JL22:thatéwhichZ X Rl & & !

EELMNEXTLES?

AVOid misleading WOI‘dS' We have already read all the reports that

he introduced to us.

We have already read all the reports which
he introduced to us.
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JL—JL22:thatéwhichZx X Rl & & ! JL—JL22:thatéwhichZx X Rl & & !

We.have already read all the reports whick whichlZ. 2 B EBERIE/ D A ?
he introduced to us.

EIRA] ATAT- 2434 that — HIRFE
£58 A TE

[ErkB] £

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 249 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 25(
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F%I]Bﬁ%ifj > rgE%“ Bﬂﬁiijtli1ﬂb\ ? %L‘D*Al ?&b{*AT:EI:%Eﬁ\LT:é—CO)l/ﬂ—:_I\ -
All his cameras that he bought in HOHATEY .

were lost during the war. [ #id ERA] —> HIEEE

All his cameras, whig =0kB] £ TOLAK

were lost during -

a7
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JL—JL22:thatéwhichZx X Rl & & !

FIREE CHEINTLV:
[whichDEEER S | % H %

K FlfRFAE  —>
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BEEED/ Y3
[BErRLT=LVT &)

ERETIUA—RYMIEN
58It TY . [HRAZ
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JL—JL22:thatéwhichZx X Rl & & !

FRIREANHETS
[whichDEEERE | 2 H %

IR A%
* e
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JL—JL 22 :thatéwhichZ X Rl & & !
b= 3= O VAN ju B
[BrkL=Lr 2 &)
BEEHTAUI—RYMNIEN
5811+ T9, [HIEAZ
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JL—JL22:thatéwhichZx X Rl & & !

BEEED/ Y3
[BErRLT=LVT &)

EEIIHHPCIEEEITT S
FYNZEMNSTINET,
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JL—JL22 :that&éwhichZ X

Know the difference
between “‘that” and “which”!
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BEEED/ Y3
[BErRLT=LVT &)

EEMIHDHPCIEEEITT. &
FYNZEMN-TLNET,
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JL—)L23: B FIEE [FE— X TET

Fl— (B —/\3—)T
—&TL AFHIASE
LT H 7

BAREE

=0
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JL—IL23: Wi FIEH LR —FRTEIT ! JL—IL23: i FIEH LR —HFRTEIT !
EXTLEEEZIEY EXTLEEEZIAEY

We closely examined the (#0ER]

plan in terms of its 5. FOHEE

necessary sta Z\gﬁgﬁ
acceptanc
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JL—IL23: i FIEH LR —HFRTEIT ! JL—IL23: Wi FIEH LR —FRTEIT !

THEFEEZ=| %
RN THERXESIEHER RN TLEFRESELED

IF-blX. ZDETEDEE
BHaNDEEMIZENG

(1)%%
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JL—IL23: Wi H|IEH [ERI—FA TEIT ! JL—IL23: Wi H|IEH [ERI—FA TEIT !
B TRDA)yRE ? HEITRDA)yRE ?
[#0ZR)

FOHELWLWILTIE.
EMERTREIZL., Z

The new software enabl
addition, and it ena
records and al

records.
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HETRDA ) yRE? HETRDA )y E ?

(#0zR]

FDFHLLYILTIE,
DB, BEF. HIR
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JL—)L23: #FIEE [FE— X TET

Use parallelism!
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JL—IL24 . [BN=FEITFEEL!
EEH L )&

RN -EEEEXDEE
EDR—EZE T

X Climbing higher
can be seeg
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JL—I)L24: [Bnf=-FE
[FEABENTILNSIEX?
* 73 5l 4E X

Studying very hard, he passe

* TN TE A

To run faster, I b

* ZERE
0
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JL—IL24: Bnf-FEITFEEL !
FEOFA—HZTEHETELHH5
(41744 L ERA)

O Roughly speaking, i3
than women.
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JL—IL24 [Enif=FE JL—I)L24: [Bnf=-FE

SLEDHERS SEE DHERR
[#0ER)

To improve the quality o _
P aHatty EORENEE LT
more people must r

reflect their co
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JL—IL24: Bnf-FEITFEEL !
SLEDHERR EEEDHEER

[#0ER]
BEDRLEDEZXTZ
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JL—I)L24:[Enf=-FE = JL—IL24: [Enf=-FE
IN)RTET IN)FTET

During my stay in Paris, they tg
most of their customs.

[#1R] (#0zR]

NOYAUR- FAQD /1) it
(X [<
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JL—IL24: [BN=FEITFEEL! JL—)L25: IFFEIC

XETIE, REKIYMNEFES |28
ROGNET , TN

Be careful about hidden subjects!

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 279 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 280

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.
70


http://www.fkohji.com/

(EHOE—(FTHRELZSLY) http://www.fkohji.com/
WEBZ2 Bkt R A

JL—)L25: IFFEIC JL—)L25: IFFEIC

ASDEDEL? ATDEOEE?

Among young people, the colo

car is more popular than bé
ANEE
=

[#1R] (#0zR]

HFETL
EAPP-
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JL—)L25: IFFEIC JL—)L25: IFFEIC
—EEM=of- —EEMF= o7

He was more hardworking than 3

in the association.
(EVMREZDHR]

(#0zR]

®iE. 22
>
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JL—)L25: IFFEIC JL—IL26: KEL4

Write accurately!
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— FTEAERAL ! SHOTF Y IIKGE

Would you please review the a
document and send me yo
next Monday? We pl
distribute it to a
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IL—IL26. REHEFFERFEEZ ! IL—IL26. REHEFFEFLEEZ !

SHOFIvIIkE EHOFIvIIkE
[#0ER]

HTERICEZEL. CE R 4
FTIZEHMSE L1
BEXIEEA. 254
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IL—IL26: REHIEFEFEFLEZ ! IL—IL26: REHIFEFEFELEZ !
EREOFVIIKEE
[F0:R]

RH RIS, CE R Don’t forget the tail!

iflsafﬂbﬁb\ttﬁ'i g
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@E @E

FELHEHOBESEN—DFT They were working till late at nigh

L _J=284

They were working til
they all looked e

@

Be
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JL—IL27 - EE XX DEEF (T BRI K ! JL—IL27 BB XX DEEF (T BRI K !

BHXD#EF UMFEDE) H— - FHAF—D2E

ZhFnsy He designed the car. He
He was awarded the f&

@7 A)yh: B He was so happ
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JL—IL27: BB XX DS [ EE T L !
h—-THAF—DZE

(#0zR]

WAEDEEREILE
FEEL, B
Bk EAY F
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JL—IL27 - EE XX DEEF (T BRI K !

h—FHAF—DRE

ZOEQHEE,
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JL—IL27: BB XX DS [ EE T K !
h—-THAF—DZE
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Avoid choppy sentences!
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JL—IL28: Al A IFIELLFEA ! JL—IL28: Al A IFIELLFEAR !

IHBEADT=R-0—FTHAHIT 74 IHBEADT=R-0—FTHAHIT 74
SAIE AVREENTT, SAIE AVREENTT,

BERLE=WMEE BEKRLI=WMEE

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 301 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 302

JL—IL28: Al A IFIELLFEA ! JL—IL28: Al A IFIELLEZR !

BOETOREIBEOE-OIZHOBELE BOETOREIBEOE-OICHEOBELE
BEZ1-3DGDOTYMN, 2 TEFN Ez-1DHEOTTN. & TEETh

BERLE=WMEE BEKRLI-WMEE

All his books w
were all
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ALY DT ENGL, WMFETFHFMNICEST

BERLE=WMEE

They were si
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FLAEDKEOHEEE. T5VR K
L8 F7 D35 ETLE=,

BERLE=WMEE

Almost all
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A9 DT ENGL, WMHFETFHFMNITEST

BERLE=WMEE
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FLAEDKEOHEEZ. T5VR K
L8 F7 D345 ETLE,

BERLE=WMEE
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JL—)L28: A AILIELER 1 AEHDFFEELED
-2 -] N (W oY =1

Know basic punctuation rules! . The reader is the customer !

. Get to the point !
. Get what you want !
. Write productively !

. Write economically !
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If you can dream it, you can do it! BEREABNDODHBTI—R

<< Walt Disney >>

OEHARANEREEZE/IZTH—BEEGTMEE
@i RITEL SR IZEHA
THE END .rﬁj\b\U‘bTL_\KEJO?HTtﬁ
@ 7 H Y9 <EEY Al
@ N HYI KRB 5T
O =hdTLE T—ay
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; _ i} O EhEm<TH] GEHKL)

O LEEMNT TLEOEM] (ABIIEE
OEEDULWERERY DT (BAREZEHRR#)
OBARANRELZE/ICTH—BEELGMRE] ZEERE
Bl OEESHiiT] (PHPHE)

7
: l r/\ b l: E /l.l- z ‘. I
FoAl= s pak o1 &8 Q[T hYxd \fﬁ EJODHHTTJ (GEk#D) ‘ @

[SARESERpHE ] Sob-F ot
OB

HRFHIIRENICHRU B! O[T MY F UL ERBA D HAT] (GEK*L)
J oomunn, () watent @[ AAMYPFTUNXE DM (FEHL)
i/ OB Y HHM] (PHPHE)
O[EETRADE DRREMERA] (BHAEFHELL)
e O XfE -z DM IL—IL10] (GEH+D)
L O[/NLEDRIM] (KMERE) g E
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